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PREFACE 


Witu all due modesty, the writer can claim that this 
volume is unique in one respect. It is the first book on 
Business Training published in Shorthand. 

At the present time, much attention is quite properly 
being given to the correlation of subjects of study. The 
study of one subject is often made much more interesting 
if it is dealt with in its relation to another subject. For 
instance, commercial arithmetic is better understood and 
made a more interesting study if it is connected with 
accounts. So the present volume is much in the nature 
of a book on these lines, correlating Shorthand and Busi- 
ness Training. The great importance of reading shorthand 
is well known, so why not improve one’s knowledge of 
Phonography while at the same time learning matters of 
business routine ? 

A key to this volume is published in longhand. As 
mentioned in the Preface to that book, the writer attaches 
great importance to business correspondence; and such 
matters as the composition of business letters, their 
arrangement, etc., are dealt with fairly fully. Only a 
general treatment of the subjects of the later chapters has, 
however, been attempted, as they are of quite a special 
nature; but sufficient information is given to serve as an 
introduction to further study. 
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